
REPORT OF EMPLOYEE TRAINING

Complete item 8 if total training time was less than 8 hours.

Complete items 9 and 10 only if total training time was 8 hours or more.

Complete ALL remaining items regardless of training time.

NOTE TO EMPLOYEE: This form shouldbecompletedsothatanaccuratecumulativerecordof your trainingmaybemaintained.This informationis requestedunder
the authority of sections4101-4118,Title 5, United StatesCode. Your social securitynumberis requiredto identify your records. Disclosureof this information is
voluntary,but if anitem is omitted,you maynot receivefull credit for trainingwhich you havecompleted.If you haveanyquestionson theitemsbelow,checkwith your
training coordinator or contact the personnel office.  Turn the completed form in to your supervisor.

1. STATION NAME AND LOCATION

5. SOCIAL SECURITY NO. (5-13)

2. 4 - DIGIT STATION NO. (If
        known)(1-4)

6. EMPLOYEE NAME (Last,first, middle)(Printor type)(14-16)

3. IS THIS THE FIRST REPORT OF 
THIS TRAINING (20-21)

YES NO GOVERNMENT EMPLOYEE

4. PAID FOR BY (22)

7. MAIL ROUTING SYMBOL

ROUTING - DOES NOT ENHANCE JOB QUALIFICATIONSNONROUTINE - ENHANCES JOB QUALIFICATIONS

CHECK

10. SOURCE OF TRAINING (25)

1 - VA

4 - NON-GOVERNMENT-STANDARD COURSE BY
     INSTITUTION, COMPANY, OR UNIVERSITY

2 - INTERAGENCY -(e.g.,Coursesgivenby the
     Office of Personnel Management)

5 - STATE OR LOCAL GOVERNMENT

3 - NON-GOVERNMENT-DESIGNED FOR VA

13. GOVERNMENT COSTS (Do not includeyour salary.
Omit this item if training was employee financed)12. NO OF CLASSROOM HOURS OF TRAINING

DIRECT (Tuition,books,etc.)
(40-43)

DURING OF-DUTY TIME
(36-39)

DURING ON-DUTY TIME
(32-45)

11. DATE COURSE WAS COM-
PLETED (Month,day,year)

     (26-31)

17. REMARKS

14. PROGRAM CATEGORY (48-49) 15. COURSE TITLE (50-74)

INDIRECT (Travel,per diem)(44-47)

16. AGENCY OR INSTITUTION WHERE GIVEN

SIGNATURE OF EMPLOYEE

SIGNATURE OF SUPERVISOR

DATE

DATE

1 MISSION OR PROGRAM CHANGE.  To provide knowledge or skills needed as a result of change in agency mission, policy and program.

9. PURPOSE OF TRAINING
(Check only the ONE box most applicable)

2 NEW TECHNOLOGY.  To provide knowledge or skills required to keep up with employee’s occupational field.

4 IMPROVE PRESENT PERFORMANCE.  To provide knowledge and skills needed to improve proficiency in present job.

3 NEW WORK ASSIGNMENT.  To provide knowledge and skills required by assignment to new duties.

5 MEET FUTURE STAFFING NEEDS.  Through a planned development program in an occupational speciality, internship, etc.

7 TRADE OR CRAFT APPRENTICESHIP.  To provide a portion of the training required for journeyman status in an apprenticeship program.

6 DEVELOP NEW SKILLS.  To meet staffing needs in occupations where the labor market lacks a sufficient number of trained candidates.

8 ORIENTATION.  To provide orientation policies, mission and functions of the VA or the Federal Government.

10 EMPLOYEE FINANCED. (Useonly if employeefinancedtraining during non-dutyhoursandno othercodeis appropriate)

9 ADULT BASIC EDUCATION.  To provide basic knowledge and skills needed to function in the world of work.
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PROGRAM CATEGORY CODES (Item 14)

EXECUTIVE AND MANAGEMENT

11 Self-AssessmentandPlanning
12 Policy andLegislationSeminar
13 InteragencyInstitutefor FederalHealthCareExecutives
14 VA HealthCareAdministrator’sForum
15 VA-Other
16 BasicTrainingin FederalLabor-ManagementRelations
17 ContractNegotiations
18 ContractAdministration
19 FederalExecutiveInstitute
1A ExecutiveSeminarCenters
1B Interagency- Other
1C University- basedMid-Management
1D Universityor College- Other
1E TheBrookingsInstitution
1F Non-Governmentexcept1C,1D, and1E

SUPERVISORY

2A SpecializedSupervisoryTraining(In-deptheducationor
trainingin thesubjectsbelowat a moredetailedandadvanced
level. Usually in a coursecoveringonly oneor two topics.)

2B GeneralSupervision(Educationor trainingprovidinga general
overviewor introductionto supervisoryresponsibilities,
principles,andtechniques,includingsuchtopicsaspersonnel
policiesandpractices,EEO,labor-managementrelations,
humanbehaviorandmotivation,communication,planning,
etc. Usually in a surveycoursecoveringseveraltopics.)

LEGAL, MEDICAL, SCIENTIFIC, ENGINEERING

33 Legal
34 Medical- Physicians
35 Medical- Dentists
36 Medical- Nurses
37 Medical- SocialWorkers
38 Medical-Dietitians
39 Medical- OtherProfessionalAllied HealthFields
3A Scientific
3B Engineering

ADMINISTRATION AND ANALYSIS

41 Publicor BusinessAdministration
42 Personnel
43 Training
44 Trainingor NewEEO,FederalWomen’sProgramor

SpanishSpeaking
45 EEOCounselingSkills
46 BasicTrainingin FederalLaborManagementRelations
47 ContractNegotiations
48 ContractAdministration
49 Finance
4A SystemsAnalysis

4B Policy,Program,andManagementAnalysis
4C Planning
4D MedicalAdministrationServiceNationalTrainingProgram
4E Letterwriting
4F Other

SPECIALTY AND TECHNICAL

50 PoliceScience
56 SupplyandProcurement
57 ComputerProgramming
58 MedicalSupport- NursingAssistant
59 MedicalSupport- SocialWork Assistant
5A MedicalSupport- FoodServiceWorker
5B MedicalSupport- Other
5C Adjudication
5D LoanGuaranty
5E VeteransBenefitsCounseling
5F CPRTraining
5G SmokingCessationProgram
5H EmployeeAssistanceProgram
5J SafetyandFire Protection
5K EnergyConservation
5L ResponsivenessTraining
5M Other

CLERICAL

62 Secretarial
63 Typing
64 Shorthand
65 Key PunchOperation
66 ComputerOperating
67 Filing
68 TelephoneTechniques
69 Other

TRADE OR CRAFT

70 Electrical
71 MedicalEquipmentMaintenanceandRepair
72 Non-medicalEquipmentMaintenance/Repair
73 Painting
74 Carpentry
75 Welding
76 PlumbingandPipefitting
77 Boiler or Air ConditionerOperation
78 Other

ORIENTATION

80 GeneralOrientationto theGovernmentor theVA

ADULT BASIC EDUCATION

90 RemedialReading
91 Grammar
92 Arithmetic
93 LipreadingandSignLanguage
94 Braille
95 Other
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